AGREEMENT BILLING — FLAT RATE

Done with all the setup — now we can generate a bill.
Click on “Generate Bills” button.

Decide whether to use direct or flat rate charging.
Let's use a flat rate for this example:

1.
2.

3.

Flat Rate
Radio

Ruittnn

; Direct Charging{use Ledger entries)
4 ( ® Flat rate or manual entry of bill amounts
= --> Split flat rate bills evenly

Select “Flat rate” radio button

Decide many ways we are splitting dollar allocation amounts — will divide
amounts by that number. (1-12).

Enter Quarter/Period for this Bill.

Enter Start and End dates (freeform - not verified with quarter #).

Click “Continue”

Select Billing Method

To generate a hill, select how you want the bill to be generated:

Agreement Humber: 0F- 7226- 4301- RA&,
Accounting Code: E737226018
Cooperator: US Department of the Interior

Last Updated on 7/21/2006

»| Split number

Process Bill for Quarter Period :
Billi:;]wstart Date : 1070142005 ol Time period
ITIT, Y 1 . .

- information
Billing End Date : 1243142005
mmimiclcdieyyy

Continue Cancel




» Allows categorization of BOC ranges so bill lines are displayed as a name instead of
BOC numbers.
» Bill categories are ORGN based — different categories for each ORGN.
» Bill Categories list page can be reached from “Spending & Collection” tab under “View Bill
Categories” menu option.
— Must be an Administrator to view or edit these pages.

Welcome ACMS Admin [Help] [Logout]

Wielcome ACMS Admin [Hel] [Logout

al = acms Home || 'Spending & Collections

acms Home || [SpendingElCaliections] ||l Reconciliation & Analysis [l Reporting [l Application Maintenance

Reconciliation & Analysis Application Maintenance

TS Gl e mment ke Creste Ledger Record
Reports: Status of Funds gt YiEW Ledger Records Emplovess  Agrsements r 4 Spending Reports: Stalsoffunds  Hlistesiofunds  Alosalions  Emplowess  Agreements ’* 4 Spending &
el o e W emalrsss mrsmaris .
! o - Collections
Employee Salary Projaction Collections

Agreements Inventory Bill Category
Bill Category List N

Incicetes a required fisld
Specify an ORGN and the bil categories associated with that ORGH will be displayed below. To edt a bil categary use the edit icon provided in the
actions column. Click Acd New: Bill Category to add a new bill category for a particular ORGN, Erter Bil Category data

ORGH: 10m
oratt: [1001

2 ftems found Status™

New Bill Category Group Line Humber Start BOC. End BOC.
1 5100 5240

D A~ [T Status - Action

o P e e 2 ] L]

110822 Salaries Active l

137253 Travel Active Tl 3 l:l l:l
L ] L]
]
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“Select Bill Categories” screen allows you to:
Verify and edit the amounts billed to any category.

Amounts and categories take from Dollar Allocation screen.
Verify and edit the Admin charges

Select order that categories will appear on bill.
Create custom groups from the listed categories.

Edit amounts / admin charges

Select Bill Categories

Use this page to select what categories youl
catenory name to that group which will appdar on the kil

Agreement Humber:
Accounting Code:

05- 7226- p301- RA
BT3T226016

Cooperaton: US Departnent of the Interior

Standard Categories

Araount

Grouping
. Bensfit R00.00
Categories e d
taken from l—— | salsries 1275.00
Dollar Training 475.00
Allocation "
Adcitional Account

Aciminiztrative Chargé

User-Defined Groun

Caterziies Category Name

Group 1 3000
Group 2 $0.00
Group 3 3000

Group 4

F0.00
Total of bill: 2500.00

Show as separate line term v
Show as separate line item  v|
Show as separate line itern
Show as separate line item

separate line tem

Total Group Amount

Pevanit to display onthe kil You may combing cateaories into user-defined groups and then give a

Sert Order on Bill

Display order

Save

Cancel

\ 4

>—>

Custom display
groups
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To create custom categories:
In the “Grouping” dropdown, select a group number.
Enter “Category Name” for selected group number.

Enter order desired.
Click “Save”

In this example, “Benefits” and “Salary” are grouped into one custom “Salaries and Benefits”

group.

Select Bill Categories

Agreement Humber:
Accounting Code:
Cooperator:

Standard Categories

Benefits
Salaries
Training
Addtional Accourt

Administrative Charge

2. Enter category name

User-Defined Group
Categories

A

Group 1

Group 2
Group 3

Group 4
Total of bill:

06- 7226- 4301- A
B737226015
US Department of the Interior

Amount
g 50000
§ 127500
4 47500
p 0.00
g 25000

Category Name

Salaries & Benefits

$2500.00

Use this page to select what categories vou want to display on the bill. You may combine categories into user-defined groups and then give a
category name to that group which will appear on the bil.

Grouping Sort Order on Bill
Part of Group 1 *

Pt Group 1 2

Plon't show (and don'thill for)
Show as separate line item
|Part of Group 1

;! 1. Select group number

Part of Group 2
Fartof Group 3
Rgrt of Group 4

Total Group Amount

$1775.00 [
$0.00 7
$0.00 i
$0.00 9

Save

Cancel
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I
=| 3. Enter desired order
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Last entry page: Free form text that is displayed on bill.
Billing Date: Defaults to today’s date, but can predate it.
Dates of Service: Free form text.

Special message to vendor: Schmooze box

Click “Continue” when done.

Billing Date and Comments

To specity the billing date and enter additional information such as comments, fill in the fields below and click save to zave the information.

Agreement Humber: 0E- 9579- 95795- RA
Accounting Code: S046001 000

Cooperator: Akron-Canton Regional Airport
Billing Date : 04/14/2006

Dates of Service:

Special message to vendor
{will show up on bottom of
bill}:

Continue Cancel
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“Bill Report” page: Bill is complete.
Click on “View Bill Report” link to view copy of bill.
Click “Back” button on bottom to return to billing section.

APHIS Corst Management Svstem

Reports: Status of Funds
N

4 adCMS =

Spending & Collections

Strategic Funds  Allocations
N N

Employess
N

Reconciliation & Analysis

Agreements
N

Welcome Alex Kira [Help] [Logout

Reporting [§| Application Maintenance

Bill Report

hillz for thiz agreement.

Agreement Humber:
Accounting Code:
Cooperator:

Bill Humber:

Wiewy Bill Report

06- 7226- 4301 - RA,
E737226018

US Department of the Interior
T226-6007

Your kill has been generated. Please click the Yiewy Bill Report link belovy to see your bill. Click the Back button to go to the List Bils page for a list of

|_ Spending &

Collections

C Back )

A 4
Bill Report Link
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A 4

| Back to Billing section.
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Bill Complete!

RPT&Statu:

1200 Gonsstulion Awe

USDA irmemes - sonzarszen

Fleszememt | UGoA, APLIE
Pamentufn 30 £0 Box £7E0E
Covalo: 2t Lous, MO 531575000

Maks Checks payasie to: LEDA, AFHIZ
Faymants must Incute 3 Cooy S S DIl Fease arteyjourSiine O OVEMGhS celhvery seng peyment fa:
ar Verzcr Code or your check. UBDA, AFIE
o pay wih crecit can (Visa, MasterCard, Amesican Express of ol
"2 oy 3 ]

1205 Conventer Plaza
Diszoven please cal the Accts, Recelvabis heipine ot .
Fse 2ilows, MO SHITE00  Teiprons: 314418553
Far questions about yaur b, pisass senssct

Amanda Bennztt sis-sssT202

I:lnmnnw
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